Teaching Professor Reappointment and/or Promotion using Interfolio
Instructions for the Dean

If the Case Involves Reappointment

If the Case Involves Promotion

After department report & recommendation is submitted

1. Login to Interfolio TERFOLIO 1. Login to Interfolio
Use the tile at the MySCU single sign-on portal. o Use the tile at the MySCU single sign-on portal.
p.2
2. Review Department Recommendation Read Case 2. Review Department Recommendation
Review the department report and recommendation. Review the department report and recommendation.
p.3
B Kb 3. Notify Candidate & Upload Notification
Sehoa Sommites Review Email the candidate regarding the result of the depart-
p. 4 ment vote, and upload the notification in Interfolio.
4. Send Case Forward_ o 3
- | If the department decision is positive, send the case to
p.4 the school committee.
After school committee report is submitted
Read Case 5. Review Case
Review the case materials in Interfolio to inform your
pp. 5-6 evaluation and recommendation.
Discuss Reappointment Decision with Provost . Upload Required Document
Case Details : ;
[Done outside of Interfolio] Upload your recommendation at the required docu-
o6 ment area of the Case Details tab.
7. Send Case Forward
Send the case to the Provost.

8. Notify Candidate & Upload Notification

Email the reappointment decision to the candidate
and see that the natification is uploaded in Interfolio. p.8

Case Details /Qj
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STEP 1 - LOGIN TO INTERFOLIO

You can login to Interfolio one of two ways (A or B):

Filter apps by keyword

o~

GOOGLE WORKSPACE

Gmail, Calendar, & Drive

TERMINALFOUR

Content Management System

¥ interfolio

SignIn

Sign in with email Other Sign In Options

Email * .o o .
mal Sign in with Partner Institution
G Sign in with Google
Password *

Forgot your password?

Don't have an account?

f services to simplify you
Create an account

Go to https://www.scu.edu/interfolio

CAMINO

Learning Management System

WEBPAGES@SCU

Persanal web site publishing

Welcome, Bucky -

WORKDAY @ SCU

HR, Student & Financials (Working
remotely? VPN is REQUIRED to
access most features.)

INTERFOLIO

Faculty Information System

¥ interfolio

Sign in through your institution

If your institution has partnered with Interfolio to provide Single Sign-On, search for
your institution name in the box below.

l Santa Clara University ‘

Sign in with an Interfolio account >

Type in Santa Clara University

However you login, double-check that you’re in the right account:

LI N ———

Home
;;;;;; y180 RYTRSke

Announcements & Help 0

Profile

Activities

Evaluations

Forms & Reports

Vitas & Biosketches

Find Colleagues

Account Access

appear in the upper b

white window). If yo

Sign into MySCU

Click on the Interfolio tile

SANTA CLARA UNIVERSITY

THE JESUIT UNIVERSITY IN SILICON VALLEY

Login to Interfolio, Inc.

interfolio

Interfolio is designed to serve rve higher ed.

better prepared to

frering gi
make the decisions that drive higher ed.

SCU Username

Password

Log in to MySCU Portal

After you login, “Santa Clara University” should

ar, and your screen should

look like this (there may be cases in the central

ur screen doesn’t look like

this, you may be logged in to another Interfolio ac-
count. For troubleshooting support, contact Katie

Williams (kfwilliams@scu.edu).
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STEP 2 - REVIEW DEPARTMENT RECOMMENDATION

The dean is given access to the candidate’s case through Interfolio when it is forwarded to the
dean from the department. A trigger with the candidate’s name will appear on your dashboard:

1of 1 cases . . )
1. Click on the candidate’s name
Name - Type ¢ Template Name & in blue to bring you to the can-
Bucky Bronco Promotion Promotion to Teaching Professor dldate’s paCket NOte The Tem-

Santa Clara University

plate Name will differ depend-
ing on the type of case.

Step 1 of 6: Dean Notification to Candidate A Required Document

2. Select the Case Materials tab
(upper left) of the candidate

Santa Clara University > Cases >

Bucky Bronco packet.

Unit 2 Template Status

Santa Clara University Promotion to Teaching Professor Select Status

e < - 3. Click the dark .blue Reaql Case

e button on the right to review the
o) candidate’s packet.

Candidate Packet 4 The Ieft Sidebar IiStS the SecC-

Any materials added to the candidate packet will be visible to the candidate and available for them to use in their current case. The candidate will be able to replace or

tions of the candidate packet. If
the case is Reappointment on-
ly, there will be fewer sections
in the left sidebar, and you will
review it at this stage to inform
your reappointment decision. If
the case involves promotion re-
view, there will be more sec-

delete any files in an unlocked section before they submit.

+ Faculty180 Vita View History

Bucky Bronco

= & Download

Packet Annotations

> FACULTY180 VITAE

> CANDIDATE DOCUMENTS

> PROVOST OFFICE SET ANALYSIS

v DEPARTMENT REVIEW

Reportand

Promotion to Teaching Professor - Department Report |
Department Review

> DEAN NOTIFICATION TO CANDIDATE

v

SCHOOL COMMITTEE REVIEW

v

DEAN REVIEW

v

PROVOST DECISION

v

DECISION LETTER

& Download

No sctiesenered

oV Uploads

tions in the left sidebar, and you
will review the full case at a
later stage. For cases involving
promotion, the only thing you
need to review at this stage is
the Department Report and Re-
commendation.

The left sidebar lists the sec-
tions of the candidate packet.
Click on the > (caret) symbol
next to Department Review to
expand the section and view
the contents. Click on the De-
partment Report and Recom-
mendation. You'll see the docu-
ment in the main window on the
right.

To exit the case materials, click
the blue Return to Case button
in the top right.
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STEP 3 - NOTIFY CANDIDATE & UPLOAD NOTIFICATION

(for cases involving promotion review)

Santa Clara University > Cases >

Bucky Bronco

Unit
Santa Clara Uni
a

Case Mate

Template Status

Promotion to Teaching Professor Select Status

Search case materials by title
<]

£ Share o Setting

© ExpandAll  © Collapse All

Candidate Packet

added to lable for them to use in their current case. Th

packet will be visible to e candidate wil be able to replace or

delete any files in an unlocked section before they submit.

+ Faculty180 Vita View History
v Required Items w
Notification to Candidate Add

and
No fles have been added to this section.
Add Dean Notification to Candidate x
Upload a new file  Select file from case
Please select the section of the packet where this file will appear. Select the appropriate section from the
dropdown menu below.
Name * Section *
Provost Office SET Analysis
Dean Notification, Bronco N
Department Review
Dean Notification to Candidate
School Committee Review
Dean Review
Provost Decision
ﬁ 0 add | cancel |

1. Send a letter or email notification of the
department’'s promotion recommendation
to the candidate. Create a PDF of it on
your computer.

2. Click the Case Details tab at the upper
left. This section will reveal the dean’s
required item: Notification to Candidate.

3. Click on the Add button at the required
document to upload the file. A pop-up
window will allow you to browse your
computer for the document.

4. After uploading the document from your
computer, this screen will pop-up. In the
Section field, select “Dean Notification to
Candidate.” Then click the blue Add
button (bottom right) to submit.

5. If the department recommended promo-
tion, move on to Step 4 below. If the de-
partment did not recommend promotion,
and the case
> includes reappointment consideration,

move on to Step 8 for your final steps.
> does not include reappointment, email

Katie Wiliams to suspend the case
(kfwilliams@scu.edu).

STEP 4 - SEND CASE FORWARD (for cases involving promotion review)

==
Forward to

School Committee Review

Backwards to
Department Review

Send Case Forward X

Great job! You're sending the case forward to the next step, School Committee Review. The following reviewers will

lose access to the case:

Dean | 1 members

The following reviewers will gain access to the case:

School Promotion to Teaching Professor Committee | 0 members

Send a message to the reviewers gaining access.

If recipients respond to this message, their response will come directly to your email inbox.

Subject *

1. If the department promotion recommenda-
tion is positive, click on the dark blue Send
Case button in the upper right corner to
move the case to the School Committee.

2. The blue Continue button will be inactive

(faded) until you fill in the email Subject
field. After filling in the Subject, edit your
message if you wish and click the now
active/blue Continue button.

You have completed the initial steps.
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STEP 5 - REVIEW CASE

After the school committee completes its review, it will return the case to you for your review. A
trigger with the candidate’s name will appear on your dashboard:

IaTs 1. Click on the candidate’s name
in blue to bring you to the can-

Name + Type & Template Name % Status ¢ dldate’s packet
Bucky Bronco Promotion Promotion to Teaching Professor .
Santa Clara Unversty 2. Select the Case Materials tab
Step 4 of 6: Dean Review A Required Documents (upper Ieft) Of the Candldate
packet.
3. Click the dark blue Read Case
Sova Glrs Uiy > v button on the right to review the
Bucky Bronco candidate’s packet.
Tt o o , ST 4. The left sidebar lists the sec-
Santa Clara University Promotion to Teaching Professor Select Status

tions of the candidate packet.
Click on the > (caret) symbol

Case Materials | Case Details o

Search case materials by title 3 next to any Category to expand
B - e

the section and to view its
© Expand All © Collapse All & Download [ Share & Settings = Move contents. There will be a sec-
e T tion fo_r every actlylty category
Any materials added to the candidate packet will be visible to the candidate and available for them to use in their current for Wh I Ch the Ca nd I d ate has u p'

case. The candidate will be able to replace or delete any files in an unlocked section before they submit. Ioaded fl I es )
v Faculty180 Vit View History You can download an individual
THe euss document, or the entire Faculty-
Promotion to Teaching Professor Generated Edit 1 80 V|tae packet’ uS| ng the

Fall 2018 - Summer 2024 | 95 attachments included Aug 9, 2024

blue Download button in the

upper

Packet  Amnotatons & Download rlg ht of

~ FACULTY180 VITAE B . & Download Packet the brOW-

Promotion to Teaching Professor . B Download Document ser WI n-
v Attachments from Promotion to Teaching Professor = | Contactinformati fon

> v ot dqw. You

will  re-

> Personal Statement

ceive an email when the down-
load has completed.

> Teaching
> Other Teaching

> Course Reduction or Overload

In addition to the candidate’s
materials, the sections in the
left sidebar include the Provost
Office SET Analysis and the
Department Review. For pro-
motion cases, there will also be
a section for the School Com-
mittee review. The SET Analy-
sis provides a summary of SET
report averages with compari-
’ son to department and school
averages for the period under
review, excepting the initial
online quarters during COVID
(Winter and Spring 2020).

> Advising Load

> Mentoring

> Scholarly
> Grants - Internal
> Professional Development
> Other Professional Activity
> University, School, or Department Service
> CANDIDATE DOCUMENTS

> PROVOST OFFICE SET ANALYSIS

v DEPARTMENT REVIEW

Department Report and Recommendation

Promotion to Teaching Professor - Department Report |

Department Review
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Q® Return to Case

<& Download

5. To exit the case materials, click

the blue Return to Case button in
the top right.

STEP 6 - UPLOAD REQUIRED DOCUMENT

(for cases involving promotion review)

Prepare a letter with your promotion recommendation, and upload it to the case.

Unit Template Status

Santa Clara University Promotion to Teaching Professor Select Status

Case Materials | Case Details 0

Search case materials by title

o =3

© Expand All @ Collapse All & Download [ Share # Settings = Move
Candidate Packet

Any materials added to the candidate packet will be visible to the candidate and available for them to use in their current
case. The candidate will be able to replace or delete any files in an unlocked section before they submit.

v Required Items 1 missing

Al step. Fil
select to omit the form as a requirement for a user.

completed " however a

Dean Recommendation

A template for the department report is available on the Evaluat along with an Interfolio g

).

provost/faculty-affairs/eval

No files have been added to this section.

Add Dean Recommendation x

Upload a new file  Select file from case

Please select the section of the packet where this file will appear. Select the appropriate section from the
dropdown menu below.

Name * Section *
Provest Office SET Analysis
Department Review
Dean Notification to Candidate
School Committee Review
Dean Review

Dean Recommendation

Provost Decision

1. Click the Case Details tab at the

upper left. This section will reveal
the dean’s required document:
the Dean Recommendation.

. Click on the Add button to upload

your recommendation. A pop-up
window will allow you to browse
your computer for the file.

. After uploading the file from your

computer, this screen will pop-up.
The name field will populate
automatically with your file name,
which will be the title that appears
in the left sidebar for subsequent
reviewers. In the Section field,
select “Dean Review.” Then click
the blue Add button (bottom right)
to submit.
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STEP 7 - SEND CASE FORWARD

(for cases involving promotion review)

==

Forward to
Provost Decision

Backwards to
School Committee Review

Send Case Forward

Great job! You're sending the case forward to the next step, Provost Decision. The following reviewers will lose
access to the case:

Dean | 1 members

The following reviewers will gain access to the case:

Click on the dark blue Send Case button in
the upper right corner to forward the case to
the Provost Decision step.

The blue Continue button will be inactive
(faded) until you fill in the email Subject
field. After filling in the Subject, edit your

Test Provost Committee | 1 members

message if you wish and click the now
active/blue Continue button.

Send a message to the reviewers gaining access.

If recipients respond to this message, their response will come directly to your email inbox.

Subject *

Bronco case, Promotion to Teaching Professor

Message *

@ ® B I L = =

i

8
B
el

Dear Provost,

This case is coming your way for review. You'll be able to see the documents and deadlines in Review, Promotion & Tenure when you
signin.

Best,
Dean #1

body p 4
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STEP 8 - NOTIFY CANDIDATE & UPLOAD NOTIFICATION

A reappointment notification is not necessary in a hybrid case with a successful outcome; the
promotion supersedes the reappointment decision. In these cases, you will take no further
steps. A reappointment notification to the candidate is needed in the following two situations:

Situation 1: Reappointment only cases
In these cases, you will take the following steps:

Santa Claa University

e 1. Send a letter or email notifying the candi-
»m date of your reappointment decision. Create

Santa Clara University

Assistant Teaching Professor Reappointment Select Status

a PDF of it on your computer.

D =3 5

© Expand Al © Collapse All & Download 3 Share  ©f Settings =5 Move

. In the faculty member’s case in Interfolio,
click the Case Details tab at the upper left.

Candidate Packet

::I'i‘r:a;::::;a:‘d:::L:“t::k:n:::':nu:jl;i:llykz::;:‘ku‘:ekzthecanmdaleandavav\able(ov\hem\ousem(helrcuwentcaseThecandlda\ewmbeahletoren\acem This Section Wi” reveal the dean’s required

item: Decision Letter. Click on the Add File
« Required items L icune button to the right to upload the file. A
lrequied Hems st b omplete beforthe case an advan o he ext sep. Flescan b added by any Commitos pop-up window will allow you to browse your

Manager or Administrator with access to this case.

Decision Letter q

No files have been added to this section.

computer for the document.

Add Decision Letter x

Upload anew file ~ Select file from case

3. The next window shows your file in the
::j):z:;\:;:‘:e;e‘:?‘:noflhepackelwherelh‘\sﬁlewi\\appear.Se\ecnheappropriatesectionfrom\he “Name!! ﬁeld, and a”OWS you to SeIeCt the
section of the case where the file should be

J placed. Select “Dean Decision.

Name * Section *
r

Bronco Reappointment Decision l Provost Office SET Analysis
Department Review
Dean Decis

4. Email Katie Williams and request that she
close the case (kfwilliams@scu.edu).

Situation 2: Hybrid Cases in which promotion is denied

The Provost will notify you of the promotion decision. You will make your reappointment deci-
sion independent of the promotion outcome. You will notify the candidate of that decision via
email. Since you no longer have access to the Interfolio case, send a PDF of your reappoint-
ment decision email or letter to Provost Office staff and they will take care to upload it to the
case (Laurene Skinner, |skinner@scu.edu or Sheryl Becker, sbecker@scu.edu).
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